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1. Open a new spreadsheet and enter
your data.

+
Under the ’ & Document

New menu

choose ) Spreadsheet |
Spreadsheet /ﬂ Presentation

A B
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Enter your 2 Apples 12
data 3 Bananas 18
4 Oranges 25
5 Pineapple 6

6 Koiwi 9




3. Toolbar Options

Choose the Formulas tab
to find the sum,
average, min, max and
more about your data.
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Click here to graph your data
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Choose the Discuss
tab to chat

Online with
collaborators.

Share and/or
publish your
spreadsheet

4. Highlight the data and choose Chart

Highlight the data

(include the column titles)
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Number
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5 Pineapple
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Choose
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5. Enter your chart preferences.

Create chart I Choose the chart type I
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I Title the Chart I
Labels

.® Chart title IFa\r{jrile Fruits ‘

Horizontal axis IFruit

Vertical axis INumher

Label the Legend I Onright |
AXES Reverse categories [v

What data? Preview
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I Group data by rows or columns

I Save chart when done I\
Save chart | Cancel

6. Interact with the chart.

Double click on
a section to

see the number
and percent.




7. Publish the spreadsheet and chart.

Publish this spreadsheet E

IEW

Publish

This document is published on the Choose the

web. i

Your document is viewable at: Publish tab
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M ZESBS0

Bubichad on Moy 11, 2008 74308 PM EDT spreadsheet
and graph
Online.

Re-publish document | Stop publishing

I Automatically re-publish when changes
are made

What parts?
Sheet "Sheet1" only |

Subscribe
More publishing options
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